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' " ' OFFICE OF THE SECRETARY OF STATE
APPLICATION FOR'RECORDS RETENTION SCHEDULE DEPARTMENT OF ARCHIVES AND HISTORY
L AECORDS MANAGEMENT DIVISION

INSTRUCTIONS See Publication No. 76—“M—1 for instructions on completing this form. Forward signed original to

Department of Archives and History, Recqrds Management Division, 330 Capitol Avenud Atlanta Georgia, 30334,
Attention: Schedullng Section. -

FOR AGENCY USE 1. Agency Address E - FOR RECORDS MANAGEMENT USE
Application Date ' State Law Dept “nghway DiVlSlon Application Number

: _ 132 state Judicial Building E) 2,1* 5 3 ’7
Application Number - 40 Cap:L tol Square ’ S.W. : Date Received Date Completed
- tlanta, G 30334 .
| Phelenta, GA 30334 | sEP 1 19s2 {oATy s uesR
2. Person to Contact ) Working Title Telephons Number

Joyce Duckett - __Division Head Secretary ) 656~3364
3. Action Requested A3 . :

a. R Establish Retention Schedule; record will continue to accumulate,

b. [ Dispose of present accumulation; no further accumulation anticipated.

¢. O Amend Application No. _ Check One: [0 Change; [ Supercede; (] Void_
4. Dates of Series 5. Records Series Title (followed by title used in office; if different)
Earliest " Latest ) ) )
. Highway Division - Department/Authority/Commission Files
1977 | Current : :

6. Division and Office Function What is the function of the Duwslon and the Office in which this record series is created?

The Highway Division handles all of the legal affairs for the Devartment of
Transportation, . This lncludes property acquisition; contract preparatldh
examination and, where necessary, litigation) representation in suits brought
by or against the DOT; and recovery of compensation for damage arising from
the unauthorized use of the State Highway System. The division participates
in contract negotiation between the DOT and various Federal and State
agencies to accompllsh the coordination necessary among such agencies. It
also prepares or examines hundreds of deeds, leases, easements and other legal
documents for the DOT. The division also is counsel to all State departments
and authorities on matters related to construction activities, including the
preparation or examination of contracts and the negotiation or litigation
of disputes arising out of construction contracts,

——

7. Record Series Descnptlon “This file contains the following documents finclude farm numbers and titles, if any):
Attach sampies of the file.

providing legal ‘services (reviewing contracts and claims, etc.) to

State agenc1es othter than the Department of Transportation, in matters not involving

litigation. : . L T e
Included are: ' _— B

Correspondence, contracts, claims, releases, notes, research, etc,

Documents relating to:

By Department/Authority/Commission; thereunder
Fileisarranged:/ Alphabetically by_clienb_‘

8. Monthly Reference Rate How often are records referred to which are:
One to six months old 10___; Seven to twelve months old ____lD__ Thirteen to twentv-four months old _4_.__..'
twenty-five months and older 3 3

9. Annual Rate of Accumulation of Records

Letter-sizedrawers ___;legalsizedrawers ______ ;Shelves__________; Other {specify) 3_boxes

-

AR_S0-71; Rev.76 M _ T {Oven) T T




&

1Yes | NO | 10. Questionnaire  (Piace an X'’ in the proper column) S

[
¥
1,
—

. . s this the official copy of the senes7
X| = __If not, where is it? ,

o

: . Does the series contain oo!;\fldentlal information requiring security handlmg? If yes, cite law or regulation,
X "Attorney-Client Privileged Information

Is this a vital record? : : — ¢

o

Q

el

rd
. Does this series have historical or long term research value? ‘

When one or two documents in the file make it necessary to keep the entire file for a Iong period, could these
documents be scheduled separate vI

thiﬂuunﬁLﬂ@ggnsanﬁung_L ever published? If yes, attach copy,

g Is the information contained in this series ever analyzed andlor recorded in a summarized report?
I ves, attach copy,

_h. 1s there a'duplication of this series in your office, or in another office or agency?
A\ If ves, where? ~+

vy

LhmwmmhmmmUMMMmMEwmmmmmmL?
3...Does ;huecgﬁ_s&mrg;umm_omnuter printout? =~ _

wxwix ST 3%

11. Retention Requirements {The foliowmg requires the series to be kept:

a, State Law . L years. d Audit period ‘ years.
- b, Statute of hmitatuon L years. A - 8. Administrative need - 5 years.
<. Federal law : years. - f. Federal retention instructions ~__years,

Attach copy or excert of laws or regulations, Explain administrative need. T ' - )

- These records must be kept for a sufficient perlod to determine whether
lltlgatlon will develop from any of the.activities in these .files. Usually
flve vears is sufficient, ‘ S :

12. Approved Disposition Instructions This agency recommends that the file series be cut off at theend ofeach: - = .- .
Co ' Kl Calendar Year; [ Fiscal Year; O Other : _then,
£] Hold in the current files area _._,,u_month(s) ___l year(s); then R ‘ DT
-0 Transfer to local holding area;hold .~ _year(s); then , - S . .
X] Transfer to State Records Center; hold __._.A,A“vear(s) then Ny ;
X1 Destroy. : . - S .
O Transfer to State Archlves for permanent retentlon _ P . o -
O Other (Specify) ' _ T S s S , e

These instructions apply to all prior and future accumulations of the series.

Agency Head/Designee (Signature) " Date Records Management Officer (Signature) Date
?242;;¢ /€ﬁ74;5a4%;v41f iﬁaif/ﬁtu
State Records Committes (Signature) - " Date

Recommendations in para- - —

graph 12 are approved. ‘State Auditor/Designee | N BAC-Tr

{If disapproved, attach letter

of explanation.) Secretary of State/Designee @IJ)M u.uw'r\ L / 0/[ tf/?‘/

) Attorney General/Designee - o Lo X 2-
AR_RN_71- Rev. 7R {Ravarsa Sida :




